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Recruiting Plan for Requisition - 

Recruiter Name - 

	Hiring Manager:
	
	Date Opened:
	

	Division/Dept./Group:
	
	Date posted on web:
	

	Job Classification/Job Code:
	
	Offer (date):
	

	Working Title & req#:
	
	Date Closed:
	


	Date Meet with HM:
	


	Underutilization/Diversity Recruitment Required:
	


	Salary Range:

	


	Selection Criteria Key Words:

	


	Recruiting Sources (delete those not used; add sources not listed)            Project ID#

	Reminder: For senior scientist searches, an international search is required; list sources used in the relevant category, below.

· LBNL’s resume database
· Print media (specify):  
· Professional organization job board(s) – specify:
· Diversity job board(s) – specify:
· User groups, professional associations (specify): 
· CareerBuilder.com

· Technical job board(s) – specify:
· Craigslist.org: 
· Job fairs specific to this position (specify): 
· Networking contacts (specify):

· Other (specify):



	Recruitment Parameters: 

	Type of internal database search to be performed:

Requisition number search only (no screening)

Requisition number search (with screening)

Requisition number search (with screening) and criteria search of internal database (with screening)

Frequency of searches:

Weekly, biweekly, other (e.g., once prior to search committee meeting)

Start date for forwarding resumes:

Immediate or specify date (e.g., after a position closes)
   Send resumes to:


Interview Process 
· Phone Screen:

· List people to be included: 

· Interview Questions: (e.g. has questions already or need to provide questions)

· If a seminar or other presentation will be required, describe expectations for the applicant, the audience that should be invited, and how the seminar/presentation should be announced:

Offer Process
· Who will contact non-selection applicants (e.g. hiring manager to call, or recruiter, or letter to be sent)

	Administrative Support:

	


Additional Notes:

	Recruiting Activity
	Responsible Person (list name and position)

	Develop the position description and determine position level
	Hiring Manager in conjunction with HR Center

	Check the recall/preferential rehire list for possible candidates
	HR Center

	Create the posting
	Hiring Manager in conjunction with HR Center

	Obtain management approval for posting
	Hiring Manager

	Open the job requisition in PeopleSoft (posts to http://jobs.lbl.gov) 
	HR Center

	Develop the recruiting plan and revise as necessary throughout the process (including assessing the success in meeting diversity goals throughout the process)
	Hiring Manager in conjunction with Recruiter or HR Center (specify which pairing is used)

	Arrange for advertising if applicable (according to the plan, above)
	

	Approvals for advertising content
	HR Center and Hiring Manager (coordinated through HR Center)

	Sourcing 
	Recruiter

	Review resumes and provide feedback on the level of qualification of those reviewed to the recruiter/revise search criteria if necessary
	Hiring Manager or Designee (specify):

	Develop a list of phone screening questions (used with all contacted)
	

	Develop a list of interview questions to be (used with all interviewed)
	

	Phone screening (using standard list of questions)
	

	Interview setup
	Group administrative assistant

	Interviews
	Hiring Manager and others listed above

	Mail recruiting package to candidate (available from HR Center)
	Group administrative assistant

	Discuss benefits with the candidate before or at the interview
	Recruiter or HR Center (specify if applicable)

	Reference check (using standard list of questions)
	

	Ensure weekly report is completed for HR Center to update PeopleSoft (AA reporting/selection log)
	Recruiter

	Send pre-hire paperwork to selected finalist
	

	Develop offer package 
	Hiring Manager in conjunction with HR Center

	Solicit management approval
	Hiring Manager

	Communicate verbal offer to candidate using standard script
	HR Center

	Send offer letter once verbal offer has been made
	HR Center

	Post-acceptance, communicate nonselection to those who were phone screened and not selected
	Recruiter or Hiring Manager (specify)

	Post-acceptance, communicate nonselection to those who were interviewed and not selected
	Recruiter or Hiring Manager (specify)

	Send all recruiting materials to the HR Center for the closed job packet
	Recruiter

	Complete and file Closed Job Packet (CJP)
	HR Center
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